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Functions of Persommel & Training Section/Adnin/SE with /0 Siots,
Steffing and Duties Performed

GURERAL
The responsibilities for plamning and administering personuel and
training activities for SE Division are diastributed in the mmnner des-
cribed in the duties indiceted below between (1) the Chief, Admin, who
acts as Pui Officer, Security Officer, and Comtract Approving Officer,
(2) the Chief of Personnel and Training, who bandles netters pertaining
to T/O's, Staff Bmployees, and training, and (3) & GS-11 Perscmmel Officer
in the Office, Chief/Adwin who 1s responsihle for processing and records
involving _ » Contract Agents and Btaf? Agents.

i Serviced

Headgquarters

Field Stell Inployees & Dtall Agents
#tlitary, Headguarters

Hlitary, Fiels

25X9A2

Total. 3

#It is indiceted that the mew 7/0 celling of 8L {hesdguarters and field)
wiil votal [} of vhich Ellwill be military and Jlon sroject T/0's.

Pregent /0 - Pewsomnel & Training, S

Position Ho. Grade & Title Incumbent Grade of Incumbent
34 G513 Personnel Officer 35-13
37 G8~-11 Persconel Officer a8-11 25X1A%9a
385 6~ g Personnel Assistant 0B- 7
35 G3= 5 Secretary-ttenc ek
y B~ 4 Clerk-Typing AR

#Reports to and works in imsedimte office of the Chilei, Admin/SE.
#¥¥P0sition ag such 1s vacant - Work is performed by Go-6, Admin, Asst.
*¥xPerfoms clerical duties in connectlon with activities indicated

for Zesition No. 37, sad vorks with ¥r. i} 25X1A9a

Pogition Ho. 0«36, (S-13 Personnel Officer

Ipcudbenty -- pane title and grade as 81loi.
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sctual duties now being performeds GServes as iciing vhief of
Aduinistration in absence of Chief, performs liaison with Carcer
Service Foard Secretariat; serves as Livisiop Trainiag | ITicer, pro-
cesses reassignment promotion end resignation sctions of Staff Lm-
ployees, interviews Si spplicants, supervises (S-7 Parsonnel Assis-
tant and C6-6 Admin. issistant.

Position to. BL=-3E, (8~% Fsrsonnel issistant
25X1A9%9a incumbent ~-, U= Jersonnel assistant

sctuel imtles now belng performed: esponsikle for meintenance
of Ltaff :mployee &nd hilitary rersonnel records, preparation of
forms SF=-5Z itequasi for Fercomnel fctlon, personnel reports and
routine correspondencs,

rosition Hoe BO=3k, (5-7 sdministrative Asst. (on i/0 of Uffice of
thief tut functioning in Ferscnnel and Training Section)

25X1A9a Incumbent ~ -, G5-€ Administrative asste

Actusl duties pow being periormed: «8sists in ihe maintensnce
of personnel records (Steff imployees and military}. [ repared Forms
&7-%¢, aseists in the preparetion of personnel reports snd statistics,
provides stenographic and clerical assistance.

iuties of Individuals :orking in the Uffice, Chiet/iomin/Si

“ositlon Ao. BL=37, Gi-ll rersonnel Cfficer
25X1A9a Tncustent - [

Actusl suties now being performed: sdvlses case oificers and
ranch Chiafe on Contract Fersonnel Fatters, reviews check sheets
for Chief/Adming processes contracts with ipency Contracting Officer.
nriefs Contract rPersormel on rights, privileges, benefits, pay mat-
ters, and general contract provisions, Processes ell “talf Agent

25X1C4a Uontracts and _ including preparstion
of SF=567, 1Sp«~3L snd memoranda, Heintains file felders sand other
records on all {12€) covert personnel.

vogitien 10, BL-hU, Gael Clerk Typing

Incumbent -

ictual duties now being performeds assiste in tie meintenance
of records and files on contract personnel, -am all other 25X1C4a
matters handled by incumbent of position above. Provides miscel-
lsnecus clerical and typing assistance in the processing of sctions,

preparation of documents, meintenance of files and preparation of
T(‘&pﬁrtﬁo
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EF-50 andfor SF-52 FalSONSnL ACTIORS
{June, July and August 1953)

TYPE ACTION ~— TUTALE June _ sﬁjgﬁ Augusb  LViAALL
TaTa L lé _S_?E 30 22 i’i
Appointrent 7 3 L 1 3
Zeassignwent 36 i 18 10 12
“romotion 16 3 k i 5
Conversion 4 - - Fd 1
vame (heange 2 - - 2 1
nesignetions L ¢ 1 1 1
daternity Leave - - - - -
1HOP 5 2 Z 1 4
25X1C4a N ? - 1 1 -
seturn to uty i 1 - - -
‘rbher - - - - -
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Sanitized - Approved

Seenrity In A

sajor Kecords maintained By Personnel and Training Cection, SE

1. fndividualé?uraunnel Files -~ (of Stalf Lmployees) Divided file
folders, of the type used in the ersomnel Office » containing
documents divided into four groups - personnel actions, travsl
and firsnce, training and general correspondence,

2. roeition Inventory liecord - In lieu of & position inventory
record of cards such as the widely used OF Form Lb or ©tanderd
¥orm 7, the 5. record consiets of a typewritten list of T/
slots with incumbente or chenges written in as sctions CGCUr,
Forms J¢=-ib supplied by the Fersonnel Cffice are not used but
are being held until euch time as the card record can be set
e

3. Alphabetical Locator Card - 3x5 card record indicating name,
carcer vesignation, grade, date of grade, station, return date,
/5 slot number occupied, actions pending, location of incumbent
(THY ha., etc.).

ho seudo File - Standard three part system of 3x5 cards.

5. hiscellanecus heports File - Copies of personnel reports pre-
pared on T/ situations, strength, career service and similar
data.,
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PURCTIONG OF B PolbUbhoL Asb T oa LB IRG
PURCTION TAITATIVELY e COGkILal A PROPERLY PLAGL

TF CoNTHALLZEL IN PekbOukel & SEALNING SECTLON B

1. “aintenance of current information and status of T/cts and
sosition Inventory Hecorus (normally Forms ¥ b - in the in=-
gtance of ui, Presently only 8 typewritien list).

2, {nordination and review of the Pe rsonnel .valuation seporis.
3. Coordination and review of Contract Lgent Check Lists.

I, Servicing snd supvort of Uareer Lervice sperd Activities by:
a., TProviding sdvance information on returning personnel.

be Froviding summary information on nuwbers, graces, dates of
srades, locatlon, eilc., of personnel by career category.

¢. haintaining contrel and follow-up on the spplicstion of
treining prescribed by areer arvice Doard Actlons.

¢, Dreparation and processing of s#-52 and such other supporiing
papers ag mEy be required to accomplish personnel actions
and maintsin current information on status of such actions.
25X1C4a (Including , oteff hgents end
+41itary persounel.

L
.

nriefing of employees prior to overseas movement. {Lupplemental
Lo briefing provided by Uentral Processinge.)

£, Corresponding witn elements of the £i Livision, headquariers
end field, on matters of inguiry, policy interpretation and
procedural instructicn.

7. “roviding routine personnel scvice anc assistance to So personnal,
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